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25 September 1953

MbiNDUM FORs  Actdmg Deputy Director (Administration)

SUBJECT: Disecontimuation of Hail snd Cowrier
Sexvice on Saturdiys

1, Attached i a proposed Agency notice providing for
the discontimuation of the collection and distrilbution of
inter-office mail on Saturdays, effective 3 Ogtober 1553,

2, Ths purpose of this motice is to eliminate, as far
ne possible, all owertime im this activity, During the
fiseal y-ar 1953, 13,007 man-hours vere expended in overtime
for nall, messenger, and courier service, This amount of
overtims was required tecsuse of the over-all Agoency mweds
for mall, messenger, and courisr service on Saturdays, holie
days, and other times vhen such services are required and
because our T/0 was pot completely filled, Mach of the
overtime that is expendod is for special purposes over which
we do not have control in mey instances, FYor instince, we
render special courier serwice for (LI and provide three fuli-
tine couriers for this nurpose, The ancunt of overtime ex-
~ended by the couriers assigned to OCI revresents approxie
sately 208 of that expended for mail and courler functions
for te entire Agency. iecent discussions vith representa-
tives of that office Indicate that they will now be able to
reduge their overtisme rejuirements substantially, In the
future, the overtime requirements for OCI will te as followss
Daily - 3 hre, (3 eouriers, 7130 - 5:0C); Saturdsy « 6 hrs,
(1 cowrter),

3. 1 telieve th:.t vith the reoent ewphasis throughout
the Agency to eliminate overtime as far as posaible, the
mesaenger, mall, and courier serviee on Satwrdsys should be
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elimirated except for smer:ency wee, 1f you agres with the
proposed notice, we plan to huve sufficient cersommel on
duty to rwovide service to the iirector's offfcs, niek up
and deliver: uf cables, speeis]l courler service for ¢CI and
for ewergency purposes, This will require aprroxinmately six
persops anc will reduce by sbout Tifty percent the amount of
overitee nov expendec in this activity,
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SUBJECT: Collestion and Distribution of Agency Mail oo
saturdays

l. Hecent inquiries to major offioces of the Agency
indicate that in most offices the daily scheduls for the
Pislasp and delivery of inter-office Agensy mail is not

required on Saturdays.

2. Due to budgetary limitations for the Fiscal Year
1954 and the necessity for restrieting the hours of over—

time work to the essential winimums, the following changes
in the Agency mail system are effactive 3 October 1953:

8. The collection and distribution of inter-
office Agency mail Ly personnel assigned to the
Gensral Services (ffice will bs disgontinued on
Saturdays.

be Limited courier or messenger service will
be avallable for omerguncy use only., This service
may be obtained by calling Sxtensions| b 25X1

Le Ko #HIDE
Aeting Deputy Lirector
(Administration)
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